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1. Creating Purchase Orders

Inbox

APP
Requisitions
Solicitations
Purchase Orders 44—
Contracts

Catalog Orders
Delivery/Task Crders
BPA Setups

BPA Calls
Documents
Receiving
Milestones
Preferences

System Setup
System Utilities

Last Documents Accessed:

Reguisition: &

Bquisition: 345
Eeguisition: ABPR1
Purchase Qrder: 0428P02

About VPO PRISM
FProduct informatian.

Compusearch

Welcome TOM NORTHRUP
ou have 65 unread messages in your Inbox

Click on
“Purchase
Orders”

Online FAR, technical suppor, frequently asked questions, and mare.

Wieb Favarites:
Commerce Business Daily
Electronic Posting System
GEA Debarment

FPDS | GEA Advantage!
Tools - =

"| |l’.‘| Get Acrohat I
2.

Purchase Orders

Create PO
WC::rrrerrm Accessed:

Eeguisition: AGENTSMAMNLIAL

Cpen PO

Feturn To Home

Page

Welcome TOM NORTHRUP

Eequisition: 345
Feguisition: ABPR1

Purchase Qrder. 0429P02

Click on “Create
PO”; go to next page
of manual.

About VPO PRISM
FProduct information.

{.-.\DII]‘[JHSE\;?!’C h

Online FAR, technical suppaort, frequently asked questions, and mare.

Weh Favarites:

Commerce Business Daily

Electronic Posting System

GEA Deharment

P L T ISP W

You have B9 unread messades inyour nbox,
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3.
eation Options
Purchase Orders ' From Requisitiong__
13
' From Solicitation Selecj[ ‘ErOI’l”l ]
Create PO o Requisition” and click
By .
Open F'O “Submlt,,
& Duplicate Existing Purchase QOrder
Feturn To Home
" Reconstruct
Submit | Cancel |
4.
T RETOTS oIy WO
: rder from Requisition
sile —I Select Line ftems  Reguisition Number Relemsed Date  Reguisitionsr Requestor  Chamer
[SETUP BUSINESS GROUP ¥ 0429PR2 04/29/2002  TOM NORTHRUP TOM NORTHRUP
Include Documents from: ¥ 345 043002002 TOM NORTHRUP TOM NORTHRUP

|Current Selected Site j

AGENTSMANUAL 080352002 TOM MNORTHRUP TOM NORTHRUP
i C5B-01000-02-0003 04M1/2002  TOM MORTHRUP TOM NORTHRUP
Requisitioner |
| Page 1 (4 results found)

Buyer |

[TNORTHRU

Originating Office ||

| \ I 2. Click on the link to the

.| 1. Change this drop
down to read
| “Related Sites”

PR; go to next page of
manual.

Released Date Range

Start D aTEI

&

&

End Datel

Sort by

|Requisiti0n MNumber j -
4] |




FEUJUIS U MUl

Site 1]
|SETUP BUSINESS GROUF

Include Documents from:
|Current89lected Sitej

Requisitioner |7

Buyer [

[THORTHRU
Originating Office ||

Released Date Range

Start Datel
]
End Datel ¥

S

Sort hy

|Requisiti0n Mumber j Ll

Select Line kems  Requisition Mumber Released Date  Requisitioner

hd 0429PRZ 04/29/2002  TOM NORTHRUP
i 345 04/3002002  TOM NORTHRUF
i AGEMTIMANLIAL 08/032002  TOMMORTHRLUP
hd C8B-01000-02-0003 0471102002 TOMMORTHRLUP

Fage 1 of1 (4 results found)

Requestor

Page 4

Onemer

TOM NORTHRUP
TOM NORTHRUP
TOM NORTHRUP
TOM MNORTHRUP

Select the line items from the PR, you may
click each desired box, or hit “Select All” to
i choose all the LI's, then choose “Create”

Sele ftem Humber Description  User Product Code  Product  Qualifier

¥ o001 computers PR By Quantity EA

Select Al | Createl

 gSystern Generated I "’L

& Manual Entry |F'O entsmanual
Create | cancel | Normally you will

choose a system

generated mask number
from the drop down; go
to next page of manual.

Unit  Guantity  Armoornt

4

$2,000.00



7. Navigator (helps find PR’s)

Purchase Order

hlain

|

I General

Additional Info

Text

Fayments

Summary
Iterms

Wendar

Farm Infa
Synopsis
Supporing Docs
Walidations
Foute History
Status Histo
Motification
Dwenershi
Mlawigataor

Return to Home

4l

1w

Purchase Crider

hain

Iterms

Yendor

Form Info
Synopsis
Supporting Docs
Yalidations
Route History
Status History
Maotifications

Crnarship

]

I Mavigator

Return to Home

Tl

— | Click on

If Approve

FO Mumber: POLGENTSNANTA

Page 5

L Mumber of tems: 1

version: | BASE-In Progress x|

al Information

equisition Mumber:

Saolicitation Mumber

Furchase Order is:

Award Date

in Office
“Navigator”,

this will let us
view the PR.

o Office

Buyer.

Contracting Officer:
Contracting Officer Representative:

Frirmary FroductiService Code:

Purchase Order Information

ce Office:

Yendaor:

Stage: Award

T (Manged
& priced © Unpriced
- [osm3rz002 &

: ICHEMICAL SAFETY

: ICHEMICAL SAFETY

| a

- [TNORTHRU

PR

] |
| |

B

Total Armount $2,000.00

FO Mumber, POAGENTSMANTAL
Warsion: BASE

Status: InProgress
Stage: Sward
Met View: Off

Murmber of ltems: 1
Total Amount; $2,000.00
Chligation: $2,000.00

(Mone)

Requisition
AGENTSMANUAL
Milestane Plan
(Maone)

Salicitation

(Mone)

Click on the link to the
PR; go to next page of
manual.




EZREQ

I LET

[terms

YVendors
Supporing Docs
Form Info
Yalidations
Foute History
Status Histary
Motifications
Crvnership
Mavigator

Return to Home

10.

T9

EZREQ

tain

ltems

Wendors
Suppaorting Docs
Form Info
Yalidations
Route Histary
Status History
Motifications

Cwnarship

I [ awigatar

Return to Home

Suspend Line Iterms

Amend

Page 6

rvert Ta Full

EZ REQ Information

Requisition Mumhber, AGEMTSMARUAL  Status: Released

Warsion: BASE

Stage: Award

mumber of fems: 1
Total Amount. $2,000.00
Commitment. §$2,000.00

Feguisitioner;

Site:

Buyer:

Buyer Assign Date:
Owner

Frirmary Productf Service:

o 05032002

TOW HORTHRUP

SETUP BUSINESS GROUP
TOW HORTHRUP
050372002

TOW HORTHRUP
FEFURCHASE REQUEST

We are now in the
main PR information,
you may look at the
information as you
choose. To exit the
PR, click “Navigator”.

Qriginating Office Code:
Marme:
Address:

City:
State:
Zip:
Cnnntre

EZ REQ Infarmation

CHEMICAL SAFETY
CHEMICAL SAFETY
2175 K STREET, HW
SUITE 400
WaSHINGTON

D

20037-1209

175

Reguisition Mumber: AGENTSMARUAL  Status: Released
Wersion: BASE

Stage: Award

Mumber of lterns: 1
Total Amoount. $2,000.00
Commitment: $2,000.00

(Mane)
Milestone Flan
(Mone)
Solicitation
Mone)
Foward

POAGEMNTSMANUAL

Click on the link to the PO,
or “Award” to get back to
the PO that you have begun;
go to next page of manual.




11. Required Field

11A.

il ain

I General

Additional Info

Page 7

s (Main:General)

Self Approve

Furchase Order Infarmation
PO Humber: POASENTSMANTIAL
version: |BASE-In Pragress 7} Stage: Award

mHumber,

Tota

General Infarmation
Furchase Order 15 Friced Unpriced

2. If the
vendor you are
awarding to is
not available
from pick list,
see “Adding a
Vendor to the
Database” on
page 35 of this
manual.

Text

Payments

Summary
lterms

Yendor

Faorm Info
Synopsis
Supporting Doc
Yalidations
Route Histary
Status History

rotifications

Purchase Orde

ain

General

1. Fill in the
. i - |JCHEMICAL SAFETY
required fields: Admin Offce: | / [E] .|
Issuing office lssuing Office: |BPD / Edit| .|
as “BPD”, {ce Office: I ¢ EditlJ
vendor, CO, o J
endor: W
PP/S Code,
and the Admin Buyer. [TNORTHRU A
Office if it Contractig Officer; [TNORTHRU J
does not ,
i Officer Represeiative: | J

default over.
The CO is you [y FroductiSenice C

if using a Feriod of Parformance: | =< <’r’;tn| ——

credit card; it

is the

appropriate ettt rau
CO for a hard [ IEIASE-IH Progress ¥ Stage: Award Ta
copy. MetView: Off

fwvard Date: IU5IE|3I2E”32 &

o

. [FR B

3.IFa
service,
Period of
Performance
must be
entered (but
NOT here).
Enter under
“Additional
Information”
in the
“Performance
Start Date”
and
“Performance
End Date”
fields.

Additional Info

&

Playments
Summary
[terms

Yendpr
Form|nfo
Suppgrting Docs

Yalidations

Addinonal Information

Set Aside Percentage: |

B4 Contract Number: |

Organization |CSE|

[mvaice ApproverfCOR |

PerformanceStartDate IUEH ar2002

Performhance End Date |E|511 412003

Crebit Card Vendor |REE| Company

1. Make sure you )
click “Additional 2. If a service, make

Info.”

AN

sure you enter

Dates” and “End Dates”
in this section.

3. If a credit card order,

enter the real name of the

. vendor in the field marked
Performance Start “Credit Card Vendor”; go to

next page of manual.
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12. Supporting Documents

Unlack | Convert

Furch tder Information
Piirchase Ordat PO Numper: POAGENTSMANTAL Status: In Progress Mumber of ltems: 1

............................. Verzion: BASE Stage; Award Total Amount: $2,000.00
Main MetWiew: Off Chligation: $2,000.00
e Supp ..W
Vendor Attachments
Form Info Select  Subject  Required  Approwed | Aftachmert Mumber  Locked  File Name f Exception  Version
Synopsis “ SOy ] Iy Worke Plan.doc BASE
I Supporing Docs

Yalidations
Route History
Status History
MNofifications
Cwynership
Na\rigato
Return to Home

1. Click

“Supporting

Docs” to see any

attachments.

2. Click on the
link to the
attachment to
view it; go to next
page of manual.
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:3 https: //prsmapp1_publicdebt. treas. gov/prismclone/formtemp/WF548. tmp/... [ [=] B3
| Fil= Edit %“iew Inset Fomat Tools Table GoTo  Favortes  Help
Ade 5 -3 7 | DiGearch [ Favoites EMedis <4 | [ BN S
Address licdebt treas.gov/prismclonedformtemp A F548 tmpAafork_Plan. doc @’Go | Lirks *
El L T e O LI
P Mumber of terms: 1
Total Amount: $2,000.00
! Ohbligation: $2,000.00
' [
\ . 0 - ] 0
- iBrazil Local Liaison and Advisery Service
e - Contract #: TPD-02-C-0014 File MName ! Exception  “Wersion
| Wiotk_Plar.doc BASE
E\ - Contractor:
- Juliana Menueei K_
- Av. Bernarde Vieira de Melo, 3119 apt. 402 The “Work Plan” pops up
o - bl . . . .
- Piedade, Jfll]l]ﬂtfllfl dos Guararapes, PE to view. Close it out
I 54.410-000 Brazil . .
: when through viewing or
i . .
n printing.
i -
- T
o
- x
=|=g)=]4] | »
14. Vendor
ase Order Infarmation
PO Number: POACSENTSMANUAL Status: InProgress Murnber of ltems: 0
Purchase Order
—— “Wearsion: BASE Stage: Award Tatal Amount: $0.00
Wain Mgt Wiew: OfFf Obligation: $0.00

ltems
Select Address Code Twvpe Hame Contact Hame Phone  City State  Zip 1]
[ )] ERIMARY Iailing AT & TWIRELESS SERVICES - BLOCMINGTOM MK 554311108
BEMITTCA Remit To AT & T WIRELESS SERVICES BLOOMINGTOM MM 554311106
PO, Purchase Order AT & T WIRELESS SERVICES BLOOMINGTOM MM 554311106

Yalidations
Route History
Status History

Matificat . . .

A 1. Click on 2. Click on the link to the
Navigator “Vendor.” vendor’s address next to
Retum to Home “Purchase Order”; go to the

next page of this manual.
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15.
-9 REAaETI D IE-EE-

Order Information

FO Mumber: POACENTSMANUAL Status: InProgress Mumber of lterns: 0O
!, “Wersion: BASE Stage: Award Tatal Amount: $0.00
Met Wiew Off Obligation: $0.00

Click Submit

to save
yvour data.
Address Type: Purchase Order
Mame: AT & TWIRELESS SERVICES

Address Code |PO1

Contact Marme

Contact Phane |

Contact Fax I

Contact Email | Click on the look
7900 5 XERKES AVENUE SUITE 301
i:j”ssl : up button next to
ress (13 2
adrss | Address Code.
Address 4 I
Gity: [BLOOMINGTON
State: [MN
Zip: [654311106
Country: U3
Web Address I

Submit | Cancel

16.

7} PRISM - ¥endor Address - Selection - Microsoft Internct Explorer provided by The Department of Treasury _ ==l

| Fle Edt WView Favorites Tools Help |J daBack ~ = - D = |JLmks E]PRISM  &]weather (&]Washingtan Post &]FOX &]CMN  &]Google |
~| @ao

|JAddress [&] https 1orsmapps. publicdebt. treas. goviprismirnselectverdor_address/verdor_address_.asp

Search Criteria

Address Type

Site [
|E§PD PROCUREMENT
Include Addresses From

Current Selected Site »

Max Results

100 =

Results per Page
10 =

1. Choose
“External”
from the
Address
Type drop
down.

2. Then
click
Display.

| I— T
[&] pone |8 & mternet
Mstart || 1A & B T || @eruce Fei... | &lhttp:jipd.. | #38 chang... | —ucsiponm.. |[ETprIsM - .. Mg tasc pain.. | @ ehHmES




Page 11

17.
C-+-PRAQEIP D SHA-D S

Search Criteria

Address Type
External =

Address Line 2  AddressLine 3 City
BELTSWILLE

State  Zip
w0

County Pr

11710 BELTSVILLE DRIVE 207053102 WOoOoD

Szl 7900 5 XERXES AVENUE SUITE 301 BLOOMINGTON MN 554311106 WOOD
Address Code 'I
- Page 1 of 1 (2 results found)

or

Inventory Organization |

Include Addresses From

All Organizations hd

Select the Address Code

Max Results

o0 =] (DUNS Number). DO
o NOT SELECT THE

WORD “MASTER”
EVER.

s @S B DMENSR @EH OEHS Pay

BT 1151 aM
|| @welco || appini | £14RC- | B{windo | £]thisis v | B]Docum | @Micros | ECretin | E1PAISM. | MpdescP |

| DB

18.
2 QERIAEBI D IR

FPurchase Order Information

PO Mumber: POAGENTSMANUTAL
; “ersion: BASE

Mumber of ltems: 0
Total Amount: $0.00
Chligation: $0.00

Status: InProgress
Stage: Award
Met Wiew: Off
Click Submit
fo save
vour data.

Address Type: Purchase Order
Marne: AT & T WIRELESS SERVICES 1 . The
Address Code: [F37498381 4 J DUNS ﬁllS
Contact Mame: | J ln
Contact Phone I
Contact Fax: |
[ Ernail:
oact i | - 2. The correct address fills
Address 1: |1171U BELTSWILLE DRI K
adiress 2 | in, and unfortunately at
Address 3 | this time for DO’s, you
Address 4: | must do this for both
i BELTSWYILLE . oy
oo | address links (“Mailing”
State: IMD— 44 s 99
7o [oovosanaz and “Remit To”)
Country: IUS

Web Address:

mse| @S MY pEMEAF e G 2 Day

S [ e |

“ @Welcn | 7 Applivi I @ARE— I Ewindn I @this iz I Dﬂcum I @Mi:ms | Erealin | @PFHSM | QJascP |

3. Choose
“Submit”.

2 Ak
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19.

s s QEAETI B I HE [ -2 % |
i ea] ]
@ Purchase Order Information
PO Mumber, POAGENTSMANUAL Status: InProgress Mumber of tems: 0
Purchase Order ;
“ersion: BASE Stage: Award Total Amount: $0.00
Tain Met Wiew: OfF Ohligation: $0.00
lterns
Select Address Code Type Hame Contact Hame Phone  City State  Zip DUNS
Farm Info a PRIMARY Mailing AT & T WIRELESS SERVICES - BLOOMINGTON MN 554311106
Supporting Docs REMITTO1 Remit To AT & T WIRELESS SERVICES BLOOMINGTON MN 554311106
Summary Report &3 351 Purchase Order AT & T WIRELESS SERVICES BELTSVYILLE MD 207053102
“alidations

Route History
Status History

Motifications

— The DUNS and the
Mavigator correct address now
Return to Home .

fill in.

dsan|| [ & 51> L P MED e Pe Y B SFHD T 1157 A
|| @ wele.. | T appie.| &14RC .| Bfwind.. | @tisis .| E]Docu . | @ hicw.. | E]Ceati. | £1PRIS.. | Mpdasc. | 1 4|
20.

=1 Route Wiew Form | De el | FPC E

Purc der Information
FO MNumber, POAGENTSRATTUAT Mumber of [ter

Purchase
Order version |BASE-In Pragress 7| Stage. Award Total Amol
vl ..: (ol
| Géﬂeral | Fequisition Number, AGENTSMAMNUAL
ATl Solicitation Numb:_ar: (None.}l |
T - ovchase Orderis: ® Priced © Unpriced
Payments (flh(g(l\/([)n , Awiard Date: |U5f03f2002 G
Surnmary the “Main in Office: [CHEMICAL SAFETY Edit] .
| tab; go to Admin Office:
terms > :
i next page | Issuing Office: [BPD Edit| |
B - of manual. | yyeice Office: | Edit] .|
SyYNopsis Yendor, |A W J
Supporting Docs Buyer. [TNORTHRU J
Valications Contracting Officer. [TNORTHRU B

TR i

i
al I b et Ve Pl o b | |
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21. Text/Statements

Purchase FO Mumber POAGENTSMATNTAT Mumber of ltems: 1 !
Order - version [BASE-In Progress v Stage: Award Total Amount $_?[
[ e

hain - )

General

Additional Info Header Text £

Text

Fayments —— | 1. Click
lteﬁ:mmaw Sn § /v* Stateme
Wendor  Footerl, Text ) 2. If you wish N s
Form Info insert standard
Synopsis notes in the
Supporting Docs Header or A Stateme
Validations Footer, click on —
~ e = Motee: “Statements.” 1

.A X (See example
Note: The “Description” and below.)
“Notes” do not print, but the Header

and Footer sections will print.

lection

Statement/Cle

Search: [IMB=] For | Display | Cancel

Results per Page: |10 7] Max Results: |'|UU "l

Title Text

SUBJECT TO FY 2003 FUNDS Subject to availahility of FY '03 funds «—— | 1f necessary, click here
to preview text, prior

Page 1of 1 (1 results hsynd) to actually inserting.

Click on the link to the statement
you want to insert; go to next page
of manual.
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23.
Furchase FO Mumber POAGENTSMANUAL Mumber of ltems: 1
Order Version |BASE-In Progress | Stage: Award Total Amount $2
llain
General Description: =
Additional InfdMenu]
| Text |
FPayments || Stater
summary
ltemns Header Text' [Subject to availability of FY '03 funds. =
Wendaor |
Form Info
Synopsis -] Stater
= ring D
uppo.mg - Footer Text: H
Validations
It fills in the “Header
Text” field.

24. Payments

Purchase

Wain
General

Additional Info
Text

|  Payments |

Summary \None

[tems

WVendor

Farm Info
Synopsis
Supporting Docs
Walidations

THIS ONLY NEEDS TO BE DONE IF YOU ARE
NOT USING NET 30/PROMPT PAY.

PO Mumber, POAGENTSMANTIAT Mumber of ltems: 1
Version: |BASE-In Progress =] Stade: Award Tatal Amount. §2

MName: |
Description: ]

1. Click on
“Payments.”

2. Click on the
look up button;
go to next page
of manual.
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o}

Sort on' [Name =l For|

[ Display | cancel |

Max Results: | 100 ‘I Results per Page: m\ -
— 1. This defaults to “10”, you may

Select Name Description h it to “15” d click “Display”
1 1410, 5120, NET 30 1% DISCOUNT IF pa] ©hange 1tto —1o-and click “Lisplay-,
2 1110, N/360 DO NOT USE to see all available payment terms.
3 115, NET 30 1% DISCOUNT IF PAI
4 1420, NET 30 1% DISCOUNT IF PAIDWWITHIMN 20 DAYS, MET 20 PR
53 200,120, N20 PROMPT PAY 2% DISCOUNT IF PAIDYWITH 10 DAYS, 1% DISCOUNT IF F
B 210 MNET 30 PROMPT PAY 2% DISCOUNT IF PAIDWITHIMN 10 DAYS, MET 20 PP
I DUE 15TH DAY OF CURREMNT MOMTH DUE 15TH DAY OF CURRENT MOMNTH
g 15TH DAY OF MNEXT MOMNTH DUE 15TH DAY OF NEXT MONTH
2l Immed rompt Pay Immediate Prompt Pay
10 IMMEDIATELY MMEDIATE "MONT PROMPT PAY
11 N0 PROMPT PAY MET A0 PROMET BAY 2 Choose the
1z NET 45 MET 45 DAYS .

appropriate

payment terms.

26.

= Self Approve

Furchase Order Infarmation
PO Murmber: 0517TOL

Purchase Crder

mumber of ltems: 0

Summary K
[tems

"""""""""""""""" version: |BASE-In Progress ] Stage: hwand Total Arount $0.00
LET] Met Wiew: Off Ohligation: $000
G
- n-e. w Fayment Terms
Additional Info
Toxt Name: |DUE 15TH DAY OF CURRENT MONTH D
[ Fayments | | Deseription: [DUE 15TH DAY OF CURRENT MONTH -]

100% Due on the 15th
Yendar

Form Info

Supparting Docs

Walidations

All the information fills in; go to next
page of this manual.




| tems

Yendor

Form Info
SYNopsis
Supporting Docs
Validations
Route History
Status History
Maotifications
Ownership

MNaviaator

28.

ect

Sel

Item Numbe

Qoo

Description

Cotmputers

Option Item

Page 16

( Form

Status: InProgress
Stage: Award

Status
Ttem Active

Mumber of ltems: -
Total Arount: |

"

Quantity Amount

4 $2,000.00

Click on “Edit” or the hyperlink
to edit the line item information.

oo oo

Furchase Order Mumber: POLGENTSRANTIAL

I General

Additional Info
Ship To
Fayment
Funding
Discount
Warranty

Text
Summary

Return

Requisition Mumber, AGEMTSMARLAL - 0001

Solicitation Mumbhber

User Product Code:

Product’Service Code:
© PURCHASE REQUEST

ProductService Code Description

Qalifier:

Calculate By Percent:

: INotSpeciﬂed 'I

Line tem Type

Period of Performance:

Gidantity
LInit of Issue

LInit Price

: (Nnne)J

Iterm Murmber 0001

of 1

Disaszociste-Req

B

|PR

- | By Quantity
v

:|3

B o

- |500.00000

Amount, [1500.00

Change the necessary
information, I changed the
quantity from 4 to 3, and
you can see the amount
recalculated; go to next
page of this manual.

NOTE: There is no check box to make a line item NTE,
you must include it in the description.




29. Adding Items

Purchase Order

""""""""""""""""" Yarsion: BASE Stane: Award
Main Met view: Off
I lterns I
Yendar kem Mumber  Description Option kem  Status
Form Infa u 0001 corputers Ttern Lotive
Synopsis

Status: InFProgess

Page 17

Mumber of tems: 1
Total Amount; $1,500.00
Obligation: $2,000.00

Quarntity  Amourt “arsion

3 $1,500.00 BASE

Supporting Docs
Yalidations

Route History

Status History

Click “Add” if you wish to put on a new
line item, for something like shipping.

Muotifications
Ownership
Mavigatar

Feturn to Home

30.

Purchase Crder Information

PO mMumber, POAGENTSMANTAL
Wersion: B&SE

Status: InProgress
Stane: Award
MetWiew: Of

Mumber of tems: 1
Total Amount. $1,500.00
Ohligation: $2,000.00

' From Requisition

1. You would choose

' From Solicitatian “New” since this line item

'Ol will not be tied to anything.

o Dwuplicate Existing Furchase Order

2. Choose
“Submit”;

X
Submit I Cancel |

g0 to next
page of this
manual.
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31.

cmron e com oo
Iterm Infarmation

Furchase Order Mumber: POAGENTSWMANTLL [tern Mumber 0002 of 2

Purchase Order

I General I )
Additional [nfo Enter in the = urnber: |2
Sl required Descriftay [Shinping =
Fayment fields: ¥
Funding Description, Requisition Mumber: (None)D
Discount
PrOd.HCt/ Solicitation Mumtber: (NDI’]E)J
Warranty Service Code, | J
Teut Qualifier, Uszer Product Code:
Summary Quantity, ProductiService Code: |PR J
Return Unit of Issue, rvice Code Description: PURCHASE REQUEST
Unit Price, Qualifier: |By Dollars =
Amount. iCalculate By Percentt M
Line ltem Type: INDtSpECiﬂEd 'I
Fetiod of Ferfarmance: | & tnl &
Cluantity: | .
Unitof| i J NOTE: There is no check
nit of Issue . .
box to make a line item
Unit Price: | NTE, you must include it
Amount: [15 in the description.

32. Ship To Information

Purchase Order

General
Additional Info

Ship To Ship TofAccounting

Payment Ship To  Mark FoN Guartity  Amourt  Deliver By

Funding

Digcnunt l'ShCIICTk on 2. CliCk “Add”; gO tO
13 i O.’, .

Wiarranty p the next page of this

manual.
Text
Summary

Return




33. Accounting
Purchase Crder Information
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Furchase Crder Mumber, POAGENTSWANTAL

YWersion:, B&SE

Description: Shipping

Amount. $15.00

Delivery LocationfAccounting Detail
ShipTo
Ship To: |CHEru1ICAL SAFETY

Armount: |15 oo

Edft J hark Far; ||

MalnEDnten
Cays Aer Avvard

1. Make sure the
address is correct,

Celi Date: .
BIVEn e and enter in the
Days After Award
Accountipg ~ Add or Delivery Date.

Subimit | Cancel |

2. The amount should be
for the full line item
amount unless you are
using 2 shipping
addresses.

3. Click “Add”; go to
the next page of this
manual.
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Accounting Information Detail
Accounting information:

Select Accounting Code; A"E‘S---I AIC Comba..

Treasury Symbal |CSBIBS0SE0ZHH 1. The first
Fiscal Year [2002 five accounting
fields WILL
USSeL [s10001 .
| NOT default in
Cost Cade |CSB0903000 with the
Object Class [2611 exception of
USSGL.
Reporting Categary |UUUDUDDD

Cat_B_Appr |H}<}{

Cohort [

Proiect (0000000
Future 1 [O000000

B N R N

Future 2 [o0000000

Percent; 4100

Cuantity:

Amount: |[15.00
A

Chligated Amount: Uninvoiced: I

Suhject to Availability offunds: [

Calculate I Suhm'rtl Cancell

2. The percent
should be 100 and

the amount

should be for the 3. Choose “Submit”, or
full amount of the press calculate if you have
line item, unless changed either the amount
you are using 2 or percent, then choose
accounting codes, “Submit”; go to the next
to fund the PO. page of this manual.
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Furchase Crder Infarmation
Furchase Order Mumber, POAGENTSMANTAL Description: Shipping
YWaersion: BASE

Armount, $1500

Delivery LocationfAccounting Detail
ShipTo

Ship To: [JEHEMICAL SAFETY Eoit| | warkFor: | o] |

Armount; |15-UU

Delivery Date: & oR Days After Award: |3U

Accounting Add' Ed'rt| Delete |

Select  Accounting Code  Treasury Syrbol Fiszal Year US5GL  Cost Code Object Class  Reporting Cateq
c (Monel CESBR3ABA0SEDZ 2002 10001 CSBO0903000 2611 gooaoooo

“Submit” the accounting and

Sk | g | shipping information.

36.
Previous | Mext | Last | Add m Delete n
Iterm Infarmation
Burcha=e drder Purchase Qrder Mumber, POLGENTSWANTAL [tern Mumber 0002 of 2
General
Add | Edit | Delete
Additional Info e
| shipTo | B Ship To/Accounting
Payment Select  Ship To Mark For  Guarntity  Amourt  Deliver By
Funding II CHEMICAL SAFETY $15.00 30 Days After Award
Discount
Wiarranty
Teut The information fills in; go to the next
i page of this manual.
Return
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37. Warranty, Maintenance, Lease, etc.

Previous Add mﬂ
Itern Infarmation

Purchasze Qrder Mumhber, POAGENTIMANTTAL [tern Mumber 0002 of 2

1. Note we

General

Additional Infa a.l'e l.ll a

Ship To YR—— line item.

Fawment -

i 3. Click
Funding A
Discount 2. If the line item is .

a warranty, lease,
I Warranty .
maintenance
e agreement, etc. then
b click “warranty”
Return
38.

FPurchase Qrder Infarmation

Purchase Qrder Mumber: POAGENTEWANTAL Description: Shipping
Yersion: BASE

Amount. $15.00

farranty
o
Start Date: I < Mumber of Intervals: I
Interval Type: IDEW "’I< Etrel Propes ! Choose the

correct “Interval
Type”; go to the
= next page of this
manual.

.2

Caloculate I Suhm'rtl Can-:ell
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Purchase Order Information
Furchase Order Mumber, POAGENTSRMANTUAL Description: Shipping

Yersion:, B&SE
Armount $15.00

Start Date: I <f mHumber of Intervals: I
Interval Type: IDE‘I "I End Date: I

Type of Warranty: | I% Choose the “Type of

Description:

= Warranty”.

Lease
Maintenance
fembership
Subscription
Warranty

=

Calculate I Subm'rtl Cancell

Purchase Crder Information
Furchase Order Mumber. POAGENTSMWMANTAL Description: Shipping
Yersion:, BASE

Armount. $15.00

Start Date: |Dsmzxznnz < Mumber of Interals: x

Interval Type: I‘r’ear I End Diate: IDEIDEIEDDE

Type of Warranty: |Warranty 1. Enter in the Dates,
# of intervals, and
description

Description: haiarranty on Computers even though | already called it |«
shipping

[

Calculate I Subm'rtl Cancell

_

2. Click “Calculate” and then
“Submit”; go to the next page
of this manual.
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41.

Purchase Qrder Mumber, POAGENTSMANTAL [tern Mumber 0002 of 2

Purchase Order

General
Delete
Additional Infa

Ship Ta Viarranty
Payment Select  Start Date Humber of Intervals  Irterval Type  End Date Type of Warranty
g “ 05022002 3 Year 050220058 Warranty
Discount V¥
| waranty | 1. The info.
Teut fills in. Yeah!
Summary .
2. Click
Return

“Return.”

42. Form Information

ange Farm

Furct rder Information

FO Mumber: ROAGENTSMANUAL Status: InProgress Murnber of ltems: 2
Purchase Order

For——— - Wersion: BASE Stage: Award Total Amount: $1,515.00
Main Mlet Wiew: Off Ohligation: $2,015.00
It — 5
il Forrn Fill-In 5
Wendor
I Form Info I N here is no form associated with this Purchase Order,
Synopsis Choose Change Form to associate a form.

Supporing Docs

Validations 1. Click on
Route History “Form

Status Histary Info ”
Motifications

2. Click on
“Change Form”; go
to the next page of
this manual.

Owenership
Mavigator

Return to Hame
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Search;lFDrm j Fur;l | Dizplay I Cancel |
Results perpage:lm 'I

Choose the correct e
Form Descri “Form” by CliCkil’lg the
QF347(6-9 rder Far Supplies{06-95) link.

SF 14449 SolicitationfQrder (Commercial)
SF 30 mModification of Contract

Page 1 of1

44,

Status: InProgress Murmber of lterns: 2

-------------------------------- Stage: Award Total Armount. $1,515.00
i MetView: Off Obligation: $2,015.00
i FI:ITT'['I.';”|-|T'I EiEI;el::ti 0.
“Wendar OF - 347
Fo Additional Fages_{Mone) Th f . f f.H . If
—— Date Signed: (None) € Iorm im O‘ 111S 1n. necessary,
_ Print Back Page: No you can override system calculated
SiopniingiL Frint Tripartite Signature Fage: Mo : 1
i - information on the form, by
g <159,
Raute History 4. Requisition/Reference Mumber: Systern Caloulate-ACGE] Cthlng “Edlt s gO to the next Page
Status Histary of this manual.
6. Ship To: Swystern Caloulate

Motifications

el =i Bf. Ship Via: (None)
Mavigatar
Raturn to Homa Ba. Reference Your (Mone)

9, Accounting and Appropriation Data; Svetern Caleulate-See Schedule



45. FPDS (only for under $25,0000)

Purchase Order

]

Page 26

Main Purc der Information
I Genel | PO Number: POAGENTSMANUAL Mumber of ltems: 2

Additichal Info Version: IEASE-PENUMQ "I Stage: Lward Total Amount: $1,515.00

Text

Payments

S ral Infarmation
s Requisition Nurmber. 2. You only need to enter in the
Vend N . .. PO
i 1. Make sure Solicitation Number. (None) reporting information if it is
Faorm Info : - Furchase Orderis. Priced d $25 000. click “FPDS” if
B you are in the Award Date: 0501312002 under 525,000, ¢lic 1
Suppotting Docs “Main:General” vendor, AT&T WIRELESS this applles.

S t b Buyer: Broce Feirtag
alanns ab. Contracting Officer. Bruce Feirtag

Route History Contracting Officer Representative: (Mone)

Status History Primary Productf Service Code: PR

Motifications

Prirmary Product/ Service Code Description: FURCHASE REQUEST
Owner: TON HORTHRUFP

o hii
ety Period of Perormance: (Mone)
Mavigatar
Return to Home | Admin Ofice Code: CHEMICAL SAFETY
46.

FFPDS Types

® FPDS 281 <—

" FPDS 279

Form Yersion: m

Subimit cancel |

Select “FPDS
281” and then
click on
“Submit,” make
sure the form
version is
current; go to
the next page of
this manual.
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Procurement Method

Preference Program

AUBZone Small

Form YWersion: 2002
Obligated Amaunt. 1515 1. Fill in all
fward Date: 050362002 the
Release Date: (Mone) information.
Status: Imwahd

Reparting Agency: |2III3E

L

Contractor Type: |EI. Cther Small Business

Competition: |A- Competed

~

Business Cancern:

HLUBZaone Prograrm:

3. SAVE THE
INFORMATION
FIRST, THEN
SUBMIT IT.

SN ONCEIT:

: |}{- Mo Preference Program
M- Mo
M- Mo
M- Mo

[

: |C - Purchases Using Simplified Acg. Procedures j

2. If this field is not
“Yes” or “No” then
leave it blank.

=5 (NOSHE):

JE

~

save | validate | subgt | cancel |

48. Validations

hain

I General

MHatifications

1]

Additional Infa

Purchase Qrder Infarmation
P Mumber, POAGENTSMANTAL

Wersion: |EIA5E-In Prngressj

Information

AGEMNTSMAMNLIAL

Requisition Number:

4. “Submit” the information;
Yeah! Go to next page of

Stage: Award

Murmber of It

Total A

el .

Status History

,

Primary ProductiService Code:

Text Salicitation Mumber: {Mang)
e Purchase Orderis: @ Priced © Unpriced
Summa
’ pward Date: [05103/2002 | <3
ltems
Wendor Admin Office; |CHEMICAL SAFETY
Farm Info Click Issuing Office: |E|F'D
(13 b b 2
- Validations
Gl > [Invoice Office: |
. L go to the next
upporting Dogé .
. page of this vendar. [ATTW B
Walidations
1| manual. Buyer. [TNORTHRU
Raute History

Contracting Officer; |TNORTHRU

Contracting Officer Representative: |

PR

o el L
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49.
L &
r @ Purchasze Order Informatian
PO MNumber: POAGENTSRMANUAL Status: In Progress Mumber of ltems: 2

Purchase Order )

e —— Yersion: BASE Stage: Award Total Amount: $1,515.00
Mair MetWiew: COff Ohligation: $1,515.00
ltems
Yendor No Errors Found

Farrm Info t
Synopsis « I
_ If you see “No Errors Found” then you may proceed.
Supporting Docs

Otherwise, correct the errors/omissions as directed.

I validations |
Foute Histary

Status History
Motifications
Cwimership
Mawigator

Return ta Home

50. Viewing/Printing Form

= Self Approve | Re Vigw Cance n
rder Information
Purchase Order PO Mumber: POAGENTSWANTAL Mumber of terms: 2
Wersion: | BASE-IN PFDQVESSj Stawe: Award Total Amaunt:
Main
I General o
Additional Infa Tt - AGENTSMANUAL
Text Solicitation Murmber: {Mone) Go to the “Main:
Fayments Purchase Orderis: © Priced  Unpriced General” tab, then
Summa . .
| s pward Date: [05/032002 | click “View Form.”
2ms
vendor Adrmin Office: |CHEMICAL SAFETY EH
Form Info Issuing Office; |E|F'D Ed'ﬂlJ
Synopsis Invoice Office: | Ed'ﬂlJ
Supporting Docs Vendor |ATFW J
Yalidations
o Buyer: [THORTHRU | |
Foute Histany
SHatiis Liistony Contracting Officer; |TN0RTHR'U J
Motifications Contracting Officer Representative: | J
al | b|_| Prirnars PradnciGenice Cnde IPR I
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[

File Download

_ @ 'ou are downloading the file:

5324587 fdf from premapp]. publicdebt. treas goy

Armount. §1

L] e
[as]

Wiould pou ke to open the file or zave it to your computer?

Cancel | kare Info |

Choose “Open” to view
the form and print it off;
go to the next page of this

[ per | [HEer Ealder | | Cancel I

manual.
52.
File Edt “iew Favoites Toolz Help |l
= Back - = - () fat | D Search [l Favorites i Media £% | B-S = -
Address I@ httpz:/ fprarmappl . publicdebt treaz. gov prismclaneforms/of 347 /af347_2 pdf j @Go |Link

B[O B n|es» DOM@E| ML BOB

ER FOR SUPPLIES OR SERVICES PAGE OF - PAGES

IMPORTAMNT : Mark all packages and papers with Cimtact andlor order numbers 1 2
1. DATE OF CROER 2 CONTRACT NCL W any) . SHIP TCx

. NAME ©F CONSIGNEE
D5/03/2002
3 ORDER NC. 4 REQUISITIONREF ERENGE NG CHEMIC LFETY
PORGENTEMANTIAL AEENTSMANUAL

B ISSUING OFFICE fAddress comaspandence (o) b. STREET ADDRESS
EUREALl OF PUELIC DEET 2175 E STEEET, HW
SUITE 400 .
Here is the
print 1con.

. CITY 4. STATE [ .

WASHINGTON ve |2 Close the
r.To P VA box after
3. NANE OF CONTRACTOR
ATELT WIRELESS 3 TVEE OF OFLER. you have
b COMPARNY NAKE

. PURCHASE ' ]
A a [ & DELIVERY prlnted the
. STREET ADRESS REFERENCE vOLR:
1212 HOLLY WaY Excapt for biling instruct PO-
reverss, this dalfeany ordy
onky e s e sl ] ot
Pleerso fumish the fallowing on the terms and %", cw,ﬁ,‘;,.':'d cm.ﬂ,';:u ,;“'m
Bl i both sides of this crdam i "
mm;ﬂn;ﬁ :m?:. if nn:: m:!mngsaam:r:m abova-rumbared coniract.
ndicated.
& Ty a STATE | 1. 2F GOOE
MINERAL WELLS W 26150




53. Approving/Routing

Purchase Qrder Information

Self Approve

Page 30

fieny Form

Purchase Order PO Mumber: POAGENTSWANTAL Mumber o
version: |BASE-In Progress x| Stage: Award Tatal &
Main
General | General Infarmation
Additional 1Mo Reguisition Mumber, AGERNTSMARLIAL
Tenxt Solicitation Mumber. (Mone)
Payments Purchase Orderis; © Priced & Unpriced
Summa e ——
7 s e (0510372002 | <5
i — | Return to the
. CHEMICAL SAFETY
vendor “Main:General” tab and J
Farm Info “Self Approve” the BPD ﬂl J
Synopsis document if you are the Ed'rtl J
Sl CO otherw1‘se route it to m E
i the appropriate CO for
i approval; go to the next [BFEIRTAG | |
Route History :
: page of this manual. SFEIRTAG J
Status History
Motifications Contracting Officer Representative: J
a | ] Frimaty ProductiService Code: |F'R J

Furchase Or [ mation
Fio Mumber, POAGENTIWANTIAL
“arzion, BASE

Status: In Progress
Stage: Award
Met Wiew Off

Mumber of ltems; 2
Total Amount. $1,515.00
Ohligation: $1,515.00

Self Approve Document

Approval Password: ||

Camments (up to 2000 characters):

=
If you are the CO and
you click on “Self
Approve,” then enter
[~ the approval

password and click

Mark Approved I é‘u:el |

“Mark Approved.”




55.

Page 31

Eml Foute | Self Approve | Release | Miew Form

Purchase Qrder Information

Supparting Docs
Yalidations
Route History
Status History

Mlotifications

1]

Purchase Order PO Mumber, PRAGENTSMANTAL Mumber o
Yersion: |BASER PFDQYESSj Stage: Lward Total &
Main
BT . If you need to route
| General | General Infarmation the document then
Additional Info Reguisition Mumber, AGENTSMAMLUIAL click on “Route”; go
Text Solicitation Murmber. (Mone) to the next page of
Payments Purchase Orderis: ™ Priced { Unpriced | this manual.
Summa
7 fward Date: [050302002 |
lterms
il Admin Office: [CHEMICAL SAFETY [Eat] |
Form Info Issuing Office: |E|F'D Ed“lJ
Synopsis

Irvoice Office: | ﬂIJ
Wendar, |P«'|_FW J

| Buyer. |BFEIRTAG

Contracting Officer. [BFEIRTAG

Cantracting Officer Representative: |

| ] Frimaty ProductiService Code: |F'R

I
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56. 1. Choose your default list in

“Private List” or create a “New
List” if you have not set up a default
list. Be sure to add the CO as an
“Approver” (not “Reviewer”).

% Private List |GENEHAL "I

' Mew List

Suhmg Cancel |

2. Choose
“Submit.”

Add Approver | Add Reviewer howe Do ﬂ

Purchase Qrder Information

FoMurmber POLGENTEMANTAL Status: In Progres

Choose “Send” if
the Route is

correct, or use the
buttons at the top

Yersion:, B&SE Stage: Loward
et Wiew: Off

to add an
SZelect  Seguence  To approver or
3 1 Bruce Feirtag BPD PROCUREMENT Readyto send | reviewer, or to
change the order
Senl:rl Savel Cancel | Ofrouting.

Purchase Qrder Information

PO Mumber: POAGENTSMANTAL Status: InProgress Mumber of ltems: 2
Yersion: BASE Stane: Avrand Total Amount. $1,51500
Metview: Off Ohligation: $1,515.00

Originator Comments
Optional comments (up to 2000 characters): | ﬂ

=l

| Add Comments I Skip Comments |

t

You may choose to add comments or skip
them for the person receiving the document;
go to the next page of this manual.
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59. Delivery Orders/Task Orders from External Contracts (e.g. GSA
Schedules, NASA, IRS, etc.)

Inbox

APP
Requisitions
Solicitations
Purchase Orders
Contracts
Catalog Orders

{ast Documents Accessed:
Purchase Order: FO345TW0

Welcome TOM NORTHRUP

You have B5 unread messages inyour Inbo,

Furchase Order: POAGEMTSMARLAL

Reguisition: AGEMTSMAMUIAL

Requisition; 245

Delivery Task Ordérs
BPA Setups

BPA Calls
Documents
Receiving
Milestones
Preferences

System Setup —_
System Utilities
FPDS

60.
Delivery Task Orders

Create DO
Qpen DO t Documents Accessed:
FPurchase Order:

Purchase Order: POAGERMTSMARLIAL
Reguisition: AGENTSMARIIAL

Feturn To Hame

About VPO PRISM
Product infarmation.

{-.\DJ‘TT[}IISE{:‘Y{! f

Click “Delivery/
Task Orders”

Online FAR, technical suppaort, frequently asked questions, and mare.

Web Favorites:
Commerce Business Daily
Electronic Posting Systerm
GSA Debarment

;I GEA Advantage!l

Welcome TOM NORTHRUP
You have 69 unread messages inyour Inbox.

Click “Create DO/TO.”

Reguisition: 345

About VPO PRISM
Product information.
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1. Select the

61. “External”
i w DeliverdTask Qrder Creation Options button.
: Contract Source
Delivery/Task Orders
' PRISM & External

Dk bEaT Contract Number: |G5A1234 B

Open DOMO A AN

Return To Home Create DeliveryTask Order from 2. Type in
% Requisition the contract
o Reguisition for DelivergTask Order number.

7 Contract

O Exicting DeliverdTask Order
d & 3. Choose what to

© New create the DO/TO
" Reconstruct from.

7

Cantinue I Cann::ell

4. Choose “Continue’;
go to the next page of this
manual.
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62.

Requisition Number

Site _I Select Line terms  Requisition Muriber Relessed Date  Requisitioner Reguestor  Owmer
ISETUF’ BLSINESS GROUP hd 0429PRZ 0472952002 TOM NORTHRUP TOM MNORTHRUF
Include D A i 345 043072002 TOM NORTHRUP TOM NORTHRUF
e ec i S. Lo i AGEMTSMANUAL 08/0372002 TOM NORTHRUP TOM MORTHRUF
| Current Selected Site =

b CEB-01000-02-0003 044172002 TOMMNORTHRLUP ToM MORTHRUF
Regumsitionar Bl Page 1 071 results found)

Buyer |
[TNORTHRU

1. If you chose to create
from PR, then click the
correct PR link.

Originating Office 1]

Released Date Range Line Itermn Selection
StartDatel— (r',} b Select  ferm Mumber  Description User Product Code  Product  Qualifier Urmit  GQuartity  Amourt  Ling
" e ooat by FF By Quantity EA 2 §24.00 MNc
End Date | 7
Dezeiect il | | create |
it - w — | 3. Click
Irmaiimitine bhabane =l 2‘ Select “Create.”
the line
items.
63.
@ gystern Generated |

' Manual Entry

Create I Cancel Choose the
appropriate
mask.

3. The rest is the same as a
general PO; go to the next page of
this manual.

*PLEASE REMEMBER: FOR DO’S, YOU MUST CHANGE THE VENDOR
CODE FOR BOTH ADDRESS LINKS (“MAILING” AND “REMIT TO”). SEE
PAGE 9 (PRINT SCREEN 14).
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64. Ad@g a Vendor to the Database

Inhox

APP
Requisitions
Solicitations
Purchase Orders
Contracts
Catalog Orders
DeliveryTask Orders
BPA Setups

BPA Calls
Documents
Receiving
Milestones
Preferences

System Setup/

System Utilities
FPDS

65.

System Setup

Iser
Security

ST el

Sys Configuration
Autonumbering
Statermnents
Dristribution List
Closeout Checklist
Milestones

Office Addresses
Agency Codes
Interfaces

Routing Lists

Return To Home

d

Wrﬁms:

Welcome TOM NORTHRUP
You have 65 unread messages inyour [nbox,

Last Documents Accessed:
DeliveryTask Order: GEAT23450001
Purchase Order PO345TWWO
Purchase Order: POAGEMTSMAMNUAL
Eequisition: AGERTSMARLAL

About VPO PRISM
Froduct information.

Compusearch
Online FAR, technical support, frequently asked gquestions, and mare.

Click “System Setup.”

Commerce Business Daily
Federal Business Opportunities
GSA Debarment

GSA Advantagel

Welcome TOM NORTHRUP
You have B5 unread messages inyour [nhox.

Last Documents Accessed;

DelivergTask COrder; GSAT 2340001

Click “Vendor”; go to the
next page of this manual.

Furchase Crder. POAGENTSMAMNUAL
Reguisition: AGEMNTSMAMNLIAL

About VPO PRISM
Product infarmation.

Comnpuisearch
Online FAR, technical suppaort, frequently asked questions, and more.

Webh Favorites:
Commerce Business Daily
Federal Business Opporunities
GSA Debarment

GEA Advantage!
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System Setup

Lser
Security

Page 37

Type;lPermanent ndors Onlyj gearch;lcwe

M Results:lmﬂ 'IR ults perPage:I"U 'I

ﬂ Fur:l

Display

Yendar

Sys Configuration
Autonurmbering
Staternents
Distribution List
Closeout Checklist
Milestones

Office Addresses
Agency Codes
Interfaces

Routing Lists

Return To Home

| o

Select  Code Mz e Alizs  Cortact Phone  DUKNS TIH

B 121701957 BLUETECHING 3300821
123123123 HEAVEMLY HAM 123123123
351838061 AARNOLD & SON TRANSFER & 9 ) 351838¢
541063402 EDITORIAL EXPERTS INC Click “Add” ‘tO 5410634
541232442 AAC ASSOCIATES INC put the info. in 5412324
541385814 A4 TEMPS INC the Prism 541385¢
55555555 ABCT23 Company database. 55555555
555666777 DISNEY STORE 555666777
ATTW AT&T WIRELESS ATTW
BOB Bob Holliday BOB

Mext Page 1af2 {14 results found)

Go to the next page of this manual.
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General Information:

Vendor

Yendor Code:
Marme:

Alias Narme:
Contact Mame:
Contact Phone:

Contractar Type:
1099:

TIM:
DLUMS:
CAGE:

IO for Accounting:

1. You must enter in vendor code,
name, contractor type, and
DUNS (but DUNS and vendor
code are the same and it fills in
on its own from the vendor code).

v

]

2. In addition, it is a good
idea to fill in as much
information as you know;
go to the next page of this
manual.

Adidress

Address 1: |

Address 2 |
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Address 3 |

Address 4 |
City: |
State: I

zZP: |

Country: I

Phone:

|
Fax |
|

Email:

Electromic Address

Wb Address: |

Geographic Location: I 'I
Debarred: [

Expiration Date: I ‘2’;

Mumber of times saolicited: |

68.

General Infarmation:

Vendor

vendor Code: |1234567599 This is dummy information I
created, but see how the Vendor
Code and DUNS are the same
Alias Mame: | number.

Marme: |T|:|m's Cramy Company

Contact Name; [Tom Northrup

Contact Phone: [(304)480-7127

Contractor Type: |EI. Other Small Business j
1009 ™
TIN: |

DUNS: [1234567899

CAGE: |

D for Accounting: |

Addidress
adrrass 1- 1200 Third Street
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Electronic Address

Web Address:

Geographic Location:

Debarred:
Expiration Date:
Mumber oftimes solicited:

Mumber of responses:

“Submit” this
information;
go to the next
page of this
manual.

70.

| /

Submit | Cancel I
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-Tom's Cr:
YWendar Code: 12345673499
Vendor
"""""""""""""""" Mame: Tom's Cragy Company
Alias Mame: (Mone
General I : )
Contact Mame: Tom Morthrup - -
&ddress Contact Phone: (304)480-T127 The information has
EDI Contractor Type: B, Other Small Business be'en saved; n’(’)w
Financial 1089 Mo click ,tR_ettu;n to
) view 1t 1n the
Additional Information TIN: {hone; database
p | DM 12345673499 :
BrE0nne
CAGE: (Mong)
Preferences D for Accounting: (Mo
Authiority
Froduct
S 200 Third Street

: Address2: (Mone)
Security Address3: (Mone)
Return Addressd: (Mone)
City: Parkershurg
State: W E
71.

o]

Type:\Fermanent Yendors Onlyj gearch;lcme j Fnrjl Displs
i Wax R ults:|1UU 'lResuIts perPage:|1U 'l
ser
Security | |
| Wendar | Select Marne Alias  Corntact Phone OLUME TIN
Swe Configuratian [ )] 124701957 BLUE TECH IMC 3z
sutorurmb eting HEAWEMLY HaM 123123123
L Tom's Crazy Company (3043480-7T127 12345678949
Distribution List AARMOLD & SOM TRAMSFER & STORAGE la
S a4 EDITORIAL EXPERTS ING 54
i 54 AAC ASSCOCIATES IMC 54
hlilestones
54 AATEMPS MG 54
Office Addresses
55B55558\ ABC123 Company 45555555
Agency Codes
SAEEEETTT\ DISMEY STORE A85BEETTT
Interfaces
AT ATETWIRELESS AT

Fouting Lists

1. Click the SEND button so
this info is sent to the Oracle
financial database.

Retiirn Tn Hnrme wimes | - PR e

2. The vendor has been successfully added and will now
be available for selection on a PO or DO/TO.




